Lessons Learned:
c e Records Management
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= and Local Governments in the
“"j’ ~ efficient management of
public records.
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IIRYOU S Suffer a disaster related to your
Jovém ental records, contact the Indiana
Corgls nission on Public Records.
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ANt G P EPENEPOUStIdY S map) photograph;
Salapuape recording, or other material that is created,
iecelved, retained, maintained, used or filed by a
r)“uhr\l; ncy and which Is generated on paper, paper
SUS itites, photographic media, chemically based
;*-e— nedia, electronically stored data, or any other
= materlal regardless of form or characteristics.

W

IC 5-14-3-2 (9)
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== estroy the Records (End) or Keep
.—z;ﬁ_.,, “them Permanently.
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EEEEC 'IVE RECGRES MANA MENT
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RELET Jr n ‘and Disposition of Public

=Xl atlon oft Retention Schedules

= JF"' of New CLGRS (County and Local
-Government Retention Schedule)
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e Proper Use of Current Forms
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foe rform its legal mandates and responsibilities. State,
I_.Jc- ~and Federal laws, judicial system, and taxpayers all rely
11 Us te: manage public records properly.

_*_To Stere records in the most efficient and cost-effective
_.:_ ~ manner possible. If you are storing boxes in your office that
= you do not need there, your office is losing money and
- workspace.

—  To assure public access to the documentary history of
Government. Proper archiving of public records provides
long-term accountability for offices, documentary history of
county/local government, and valuable research information

for the public.

-




et e,
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f;:"':? -most important tool you will need in

= regords management is your Retention

Schedule - it is the foundation of a
successful records management program.
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1. )ruc' a particular set of records or type
Of rare %I created by a government unit.
,-;_.)wfé the retention or length of time a
~ record must be kept.
~~r.3 ~Lists the disposition instructions or how to
“dispose of or maintain each record series.
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by/liocal General Retention Sehedulesss
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) 'Schedule’is divided mnto five (5) categories:
, r\JmI |strat|ve

AGEOUNLING and' Finance

5P Personnel

. Pul |ICatIOI"IS and Reports

udlo Video and General Media

’ff - Retention periods for some records are increased in

~ Jength of time to be retained because current Indiana
Code statute of limitations have been applied to all
records on this schedule.
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J “Jr//J‘JJJ 'rict Retention'Schedules

- E“J,J n_d Towns Above 5,000 Population General Retention
GIGRS)

= JOWRSH elow 5,000 Population General Retention (TGRS)

— _)ra al Districts General Retention Schedule (SDGRS)

— Wnshlp Trustee General Retention Schedule (TTGRS)
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== fffﬁer Local Retention Schedules
= — public Libraries: General Retention Financial (LIGRFIN)

- e

= = Care Of Indiana Public School Records: A Record Creator's Guide

° Additional Retention Information
— Year to Year Destruction Schedule
— Judicial Records Retention Schedule
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) _)Jm,)JJrJ” "ecords by combining both
,uow J tl below 5,000 into one schedule

d Dupllcates
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eOUNty/Ilocal General Retention Schedule (CLGRS) -

NEWS -j x

‘ Par]éf.]b etentlon Financial (COGRFIN) - DELETED
SOUNT PAUditors! Retention Schedule (COARS) - REVISED

,Cc U fy Clerks: Miscellaneous Records (COCLK) -

e
= -County Coroner: General Retention Schedule (CCGRS)
- » County Recorders (CORESCH) - REVISED
- ® County Treasurers (COTRS) - REVISED
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2 (ol ez]] on \/ destroy or transfer these records if
you MF ROFIM the original records.

o [f y/ou |g|t|ze Permanent records, or they are
= Subr W‘Itted electronically, they MUST also be

~ —con verted to microfilm.

ﬁ

_oL.’JngltaI records are NOT recognized as
~ Permanent format to preserve information.
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LESHIIETal to de,s;_.gg__y'publi@-r-em@i-f"
YOURdo not have an approved records
EIENUIONScheaule or special written
I)errm\\ on from ICPR.
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~ AL 1|c official may not mutilate, destroy, sell,

=Joan, or otherwise dispose of any government

s recerd except under a retention schedule or with
* the written consent of the commission (on public

records). IC 5-15-5.1-1-14
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SR\ DUICEIOTLIDE eclo)n); 2 0.44905, = Tihis form.is used
219 notilezitleghite mi'remm atareTontan approvec
RELENION |Schedule, have been kept for the length of time required
OIIRGIISES ~hedu|e and are not a Permanent record.
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REGUE! ~"for Permission to Destroy or Transfer Certain
RubliciRecords (PR-1), State Form 30505

= Un itil'a Retention Schedule has been approved for use by your office
&= = 2ndadopted by your County Commission of Public Records, or if any
,.-z—s—*‘fe’cord IS not listed on an approved Retention Schedule, thls record
= can only be destroyed by completing a Request for Permission to
- Destroy. or Transfer Certain Public Records (PR-1), State Form
30505, and then obtaining approval of the County Commission of
Public Records at their meeting.

1. Reqguest to destroy previously microfilmed originals;
2. Reguest to microfilm and destroy; 3. Request to transfer to.
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WWANn.gov/icpr/2359:
P ESPE! “J.I'J‘“SS) CoUunty/Local®Recoras”
S RECONUS) etentlon Schedules
EXCMpPIE .of County E-Mail Retention Policy (Bartholomew Co.
€ JLJ‘-‘ to PT’eservatlon and Destruction of Local Public Record
rJr 154 for- county/local records)

Ity and Local Government Links
A é“ eral Records Management
-_ = What IS a Retention Schedule?
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— Records Disaster Prevention and Reporting


http://www.in.gov/icpr/2359
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